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Welcome!

Facilitator:  Amber Hall
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Purpose
 Enhance communication with TeamWorks 

end-users
 Provide transparency and information on 

current and/or upcoming SAO strategies
 Discuss changes and enhancements 
 Allow Agencies an opportunity to provide 

feedback on topics important to them
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Frequency

 Twice a year 
 Tentatively in May and October 
 Two identical meetings each month for 

convenience  
 Users will receive future invitations for 

upcoming Agency Forum meetings 
 SAO will send the invitations about a month 

prior to the meetings
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Question Tips
 Please type any questions that you have in the 

Webinar question section.
 Questions will not be answered during the 

presentation.  They will be compiled, posted, and a 
link sent after the two presentations are complete.

 Presentation slides and Q&As will be posted after 
both presentations (approximately 2 weeks)

 If you have questions, please be sure you have provided your first name, last name, 
agency name and email address.  This is to ensure SAO can provide you with the 
answer you are seeking in a timely manner.
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Today’s Topics
 TeamWorks Financials
 TeamWorks HCM
 Security
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TeamWorks Financials

Presented By: 

Financials Functional Team

Topics Include:
 AP Offline Interface
 Finalizing PO Vouchers
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TeamWorks Financials

Presented By: 

Irma Colaire
Financials Business Analyst 8

AP Offline Interface
 AP offline process allows for uploading vouchers via a text file 

to TeamWorks.  
 Files in Excel format should be converted to a text file using 

our Offline Flat File Layout.
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AP Offline Interface (continued)
 Set-up Procedures

• Agencies submit a request to the SAO Customer Service Center 
(CSC) at fscm@sao.ga.gov with the subject “New Offline User 
Request” 

• SAO will provide the Financial Offline Flat File Layout to the 
Agencies’ Functional and Technical Staff (Programmer).

• Agencies should submit any questions/issues regarding the 
procedures or process in writing to the SAO CSC at 
fscm@sao.ga.gov and reference "Offline" or the current Service 
Request Ticket # within the Subject.  

mailto:fscm@sao.ga.gov
mailto:fscm@sao.ga.gov
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AP Offline Interface (continued)
 Set-up Procedures

• Common questions/issues are related to:
o File Layout – review field by field
o Naming Conventions
o Invoice Number – could cause recycle status if used for more than 

one header record in same day
o Payment Methods
o Handling Code
o Payment Terms – defaults to Agency terms set-up
o Origin – Agency needs to provide origin to SAO before submitting 

file, and SAO will need to add the origin 
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AP Offline Interface (continued)
 Set-up Procedures

• A follow-up meeting may be required to discuss more complex issues.
• Agencies should notify the SAO CSC (fcsm@sao.ga.gov ) when a file is 

ready for testing:
o Only 1-2 test files should be submitted per week 
o Text file for testing should be less than 50 vouchers

• Once all testing is finalized, SAO will provide the Agency with the 
necessary information required for uploading files in the production 
database.  

mailto:fcsm@sao.ga.gov
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AP Offline Interface (continued)
 Uploading files through the Online Process

• Agencies should request Security access for the assigned user(s):
o GA_AP_VOUCHER_UPLOAD

• In the past, most Agencies uploaded offline files via mainframe
• Upload via the mainframe is being phased out
• Agencies are now able to upload invoices online via a text file
• Agencies are encouraged to use the online process
• Advantages:

o Vouchers can be built prior to the overnight batch process
o Vouchers can be modified prior to batch
o Can budget check vouchers the same day



TeamWorks Financials
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AP Offline Interface (continued)
 Uploading files through the Online Process

• Navigation:  Accounts Payable > Batch Processes > Extracts and Loads > 
Voucher Upload
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AP Offline Interface (continued)
 Uploading files through the Online Process

• Run the Voucher Upload process 
• Ensure that the file was uploaded successfully:

o View the Log/Trace on the process monitor 
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AP Offline Interface (continued)
 Uploading files through the Online Process

• View Offline Voucher Interface report- APXXX0853
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AP Offline Interface (continued)
 Uploading files through the Online Process

• Vouchers can be built via:
o Overnight batch process
o Online – by users who have access to Voucher Build (same 

process used for PCard Vouchers)
• Edit voucher
• Budget Check voucher
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Finalizing PO Vouchers
 You can use the finalize function on the Invoice Information 

page to show that the current distribution line on the voucher 
represents a final liquidation of the PO transaction

 Eliminates the need to manually close the PO or PO line(s)
 Provides more control over the budget because you quickly free 

up funds 
 Payables and Purchasing need to be in communication with 

each other to prevent premature finalization of voucher and/or 
voucher line(s)
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Finalizing PO Vouchers (continued)
 Select the Finalize check box or button

• For individual distribution lines, select the Finalize check 
box on the distribution line 

• For all distribution lines, click the Invoice Lines Finalize Line 
button, which populates the Finalize check boxes 

• For an entire document, click the Finalize Document button 
in the header

 Save voucher
 Run budget check
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Finalizing PO Vouchers (continued)
 Example:  Finalize voucher line on a multi-line PO

Figure 1 - Budget details
Encumbrance = 24,000
Available Budget = 2,388,201.11



TeamWorks Financials

Presented By: 

Cheryl Jacobs
Financials Business Analyst 20

Finalizing PO Vouchers (continued)

Figure 2 - Multi-line PO for 45.00 created
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Finalizing PO Vouchers (continued)

Figure 3 – Budget Details after PO for 45.00 created & budget checked
Encumbrance increase by 45.00  
Available budget decrease by 45.00
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Finalizing PO Vouchers (continued)

Figure 4 - Receiver created for 10.00 against PO line 2
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Finalizing PO Vouchers (continued)

Figure 5 - PO voucher created for 10.00 against PO line 2.  Voucher line is finalized.  Voucher is 
budget checked.
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Finalizing PO Vouchers (continued)

Figure 6 - PO line 2 is partially liquidated (vouchered 10.00 with remaining encumbrance of 
5.00)

Figure 7 - Weekly PO recon process closes fully liquidated lines and lines marked as finalize
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Finalizing PO Vouchers (continued)

Figure 8 - PO line 2 is no longer available to be receipted against as the line is now closed
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Finalizing PO Vouchers (continued)

Figure 9 – Budget Detail after voucher finalized and weekly PO recon process runs
Expense increase by 10.00 – PO voucher created and budget checked  
Encumbrance decrease by 15.00 – PO line 2 in amount of 15.00 finalized and closed  
Available budget increase by 5.00 – Remaining encumbrance on PO line 2 (15.00 – 10.00 = 5.00) 
added back to budget



Questions?

Please type them in the Webinar questions section

 If you have questions, please be sure you have provided your first name, last name, 
agency name, and email address.  This is to ensure SAO can provide you with the answer 
you are seeking in a timely manner.
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TeamWorks HCM

Presented By: 

Martha Varn
HCM Functional Manager 28

Topics Include:
Annual Base Benefits Refresh for 2015
Military Leave Reminder
 Personal Leave Reminder
W-2 Processing
Affordable Care Act (ACA)
 9.2 Upgrade
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Annual Base Benefits Rate Refresh for 2015
 Refresh process runs on Tuesday, October 6
 Inserts a new Job row for employees who are active or on leave 

• Effective Date is 10/1/2015
• Action = Data Change
• Action Reason = Refresh Annual Benefits Base Rt

 Calculates the ABBR for GaBreeze 2016 Plan Year
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Annual Base Benefits Rate Refresh for 2015 (continued)
 ABBR Corrections

• Correct in TeamWorks
o Action/Action Reason = Data Change/Correct Annual Base 

Benefits Rate
• Correct in GaBreeze using the ABBR Smart Form



TeamWorks HCM

Presented By: 

Martha Varn
HCM Functional Manager 31

Annual Base Benefits Rate Refresh for 2015 (continued)
 Special Processing

• Existing Job Data row with effective date as of 10/1/2015
o The new ABBR row will be inserted using the next sequence 

number.
• Existing Job Data row with effective date greater than 

10/1/2015
o The ABBR will be inserted in the proper place and 

subsequent rows will be updated accordingly.
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Annual Base Benefits Rate Refresh for 2015 (continued)
 Special Processing

• Employees that are in process of transferring (top Job Data row 
= Transfer/Out) 
o WILL NOT have a new row inserted
o Existing top row will be updated with the new ABBR rate

• Employees hired/rehired after 10/1/2015 
o ABBR from the top Job Data row will be used.
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Military Leave Reminder
 Balances are reset to 0 the night of October 7
 Military Leave usage entries must be completed by 6:00 PM, 

October 7.
 BNxxx0504 (Military Leave Reset Report) will be available October 8
 Federal Fiscal Year 2015 balances can be entered beginning October 
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Personal Leave Reminder
 Elections can be entered from December 8 through December 31
 Employees are eligible to elect Personal Leave if they have a sick 

leave balance of 120 or more as of November 30
 Conversion from Sick Leave to Personal Leave will occur on 

12/31/15 and will be available for use on 1/8/2016
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W-2 Processing
 Approval  of W-2 Data

• Approval form for agencies to approve information sent to the 
IRS

• SAO will be requesting each agency to identify 2 contacts
 Updated Balance Adjustment Requests

• Multiple adjustments can be submitted on one ticket to the CSC
• Must use spreadsheet provided by SAO 

 Look for a communication from SAO in early November 
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Affordable Care Act (ACA) Federal Reporting
 New IRS reporting requirements for insurers & employers effective 

January 2016 (for calendar year 2015)
 Similar to W-2 reporting

• Employee returns are distributed to employees in January
• Employer returns are filed in March

 Employees need the statement to show compliance with the 
Individual Mandate of the ACA or to show eligibility for tax credits

 Employer statements are used by the IRS to verify compliance
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Affordable Care Act (ACA) continued
 IRS can assess penalties for:

• Failure to report
• Incomplete/inaccurate reporting
• Failure to offer affordable healthcare to eligible employees

 Penalties can be significant
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Affordable Care Act (ACA) continued
 Assistance for State agencies

• SAO, DOAS/HRA, and DCH are in the process of implementing 
ACA federal reporting with the assistance from EY (Ernst & 
Young) to manage the reporting in a centralized manner.

• The contract is not for EY to manage the Employer Shared 
Responsibility provisions for the ACA on the behalf of the 
agencies

• On-going operation and contract managed by SAO
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Affordable Care Act (ACA) continued
 In scope entities for the statewide contract

• Agencies that utilize both TeamWorks (PeopleSoft) for payroll 
and participate in the State Health Benefits Plan (SHBP)

• This includes TCSG (technical schools) and DFACS
• Also included are pre-65 retirees, surviving spouses, and COBRA 

participants.
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Affordable Care Act (ACA) continued
 Core Services include

• Collection of information needed for reporting, such has work 
hours, offers of insurance, insurance enrollment

• Central management of annual IRS reporting and issuance of 
employee statements

• Central management of notifications from federal exchanges for 
appeal if an employee claims eligibility for a tax subsidy

• Call center to manage 1095-related employee inquiries
• As tax preparer, EY will sign the forms
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Affordable Care Act (ACA) continued
 Services do not include

• Healthcare eligibility determination
• 1094-B Reporting (Medicaid, PeachCare)
• Consent forms for electronic issuance of employee statements
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Affordable Care Act (ACA) continued
 Agency Responsibilities

• Agencies will need to identify a primary and secondary 
individual as the ACA contact for their agency

• Review reports to validate data that will be used for federal 
reporting

• Assist with data validation/research in the event discrepancies 
are identified

• Review forms prior to printing and distribution
• Distribute employee 1095-C forms
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9.2 Upgrade
 Technical Upgrade Project

• Bring forward the current application functionality to remain in 
compliance with Oracle for application support  

• Customizations will be reviewed to determine if they can be 
replaced by delivered functionality.  

• New functionality will be limited to functionality delivered with 
9.2



TeamWorks HCM

Presented By: 

Martha Varn
HCM Functional Manager

44

9.2 Upgrade (continued)
 Status

• In process of applying code customizations to upgraded test 
database

• Implementation partner selected and is on-site as of 10/5/15
• Anticipated go-live is before the end of FY2016

 Deliverables include end-user delta documents



Questions?

Please type them in the Webinar questions section

 If you have questions, please be sure you have provided your first name, last name, 
agency name, and email address.  This is to ensure SAO can provide you with the answer 
you are seeking in a timely manner.

45



TeamWorks Security

Presented By: 

Eddie Hernandez

Topic:
 Mass Security Change
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TeamWorks Security
Mass Security Change
 Allow the Agency Security Officer (ASO) the ability to submit 

a mass security update of non-security items like Default 
Chartfields, Ship To, Location Code, Default Buyer, 
Supervisor’s Information, Email Address, Phone Number

 Currently, in the development stage
 No planned go-live date yet
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Presented By: 

Eddie Hernandez
Information Security Officer



Questions?

Please type them in the Webinar questions section

 If you have questions, please be sure you have provided your first name, last name, 
agency name, and email address.  This is to ensure SAO can provide you with the answer 
you are seeking in a timely manner.

48



Presentation Info

 Presentation slides and Q&As will be posted on 
the SAO website (takes approximately 2 weeks 
after both presentations).

 Once posted, all of those who registered will 
receive an email with the link where the 
documents are located.
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Future Topics

 What would you like for us to cover?

 Any other suggestions or feedback?

 Send To:  amber.hall@sao.ga.gov 
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